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INTRODUCTION

This Operations Notebook has been prepared for school districts and
other educational agencies concerned and committed to the concept
of improving schools for the chief purpose for which they were
created: to agssist in the education of childrenm, youth and adults.

A review of research studies indicates that good learming in the

school best takes place when administrators (central office and
building level) are willing to involve in decisions those who shall

be affected by that decision. Adminigtrators who possess these kinds
of management skills seem quite often, also, to be a person who
acknowledges the continuous need to expand his or her manageaent skills, e
for they realize ore of their chief challenges is to releass thu T
remaining urtapped resources and skills of the staff and community. ' A
New challenges need the best of tried and proven techniques and yet '
still demand new approaches and management skills to cope with desmanding _
times. . ~ T

THE RATIONALE FOR AN ADMINISTRATOR AND STAFF DEVELOPMEN? PROGRAM:

The need to expand educational management co-pc'tenci_u is indicatsd in .'
several ways. Por example, school districts typically encourage, through ERCAE

salary increments and salary schedules, educators to increase their .. = “ B
skills as teachers and administrators. Approximately 70 percent of the

district budget is encumbered for salaries, The salary scheduls i - vl
directed by district policies that urge personnel to be jnvolved in:. ,-i‘fr
staff development programs, The figure presented below is an mh%‘#" o

of how the school district dollar is influencad by salaries. ' . .7: a0l
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obviously, STAFF DEVELOPMENT IS A HIGH PRIORITY item when school systems

invest 70 percent of their budgets in salaries that are based upon

advanced preparation of the professional and classified personnel. However,
mest of the rewards on a salary schedule are not planned, supervised ox
lead to the achievement of district or individual goals. Few salary
schedules reward or encourage administrators to develop modern educational

nanagement competencies.

Another dinmension regarding how important is staff development is
depicted by the concerns of members of the Association of California
School Administrators. The kinds of skills to be considered in
administrative staff development were identified by the ACSA State
Committee on Elementary Administration and the ACSA State Committee on

Secondary Administration in sepurate ACSA "Special Reports." Both groups A
concisely presented some of the needs, goals and directions concerning -
administration in the 1970's. Several concepts reflecting this concern .

for management effectiveness are listed below.

ELEMENTARY ADMINISTRATION COMMITIEE

(Special Report, March, 1972) —_—

Elementary education is a process
which is in a tremendous state of

change.

The school in the future must be
community-centered to meet all the
educational needs of its clientele.

To effectively operate such a
community-cente~ed school, the
principal, as Coumunity Educational
Leader, must participate in
development of district policies.

" school co-munity.

SECONDARY ADMINISTRATION COMMITTEE
(Special Report, June, 1972)

The administrative process essential
to providing educational leadership
and sound management for a dynaaic
and relevant instruction program
requires attention to the following:

Effective and meaningful involvement Y
of all school components - students, .
teachers, community end administratiop. = ...

Clear lines of two-way communication
responsive to all mbm of the

Decision-making ensuing from colluhl o
relationships and as close to 'the. AN
operational level of thou :l.nvolqu
as possible.

THE PROFESSIONAL ASSOCIATION'S CMIMM’ 2 M!'SWTOR w SﬁlFF Rm

The Association of California School Adun:lotutou' Profmioul Donl.opuut
Progran staff has taken cognizance of the membership's nsads for, qxpmion
of educational management skiils, New roles nccnu.uu m ukilh of
administration, supervision and opcut:lm. SR e

A major funccion of the ACSA m mmm WICE u o m:l.t. throuxh ?,;_:i,_': ,@?
the organization of human and material resources, various kinds of activ:lthl, N ,‘ ‘”;@{@
to assist State Committees, Region PDP, and other educational agencies. The A

MATRIX published on the following page reflects what typss of. uhin:llt:ator
and staff dnvclopunt programs are avaihblo. IRERNPRISS, E EASTRN _

-\. .

"x»




]

“3=
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One of the NATION'S MOST SUCCESSFUL STAFF DEVELOPMENT PROGRAMS dw‘lﬂ“_'_‘l _

by a professional association is ACSA's Project Leadership. Detsils
regarding this one component of the total R
m are blocked out, for ephasis, in the above chart. A basic A
feature of PROJECT LEADERSHIP is to assist and plan with cducat:lonnl o -

agencies a personalized master staff ansion of skills progr
e aaning 1o to CHDUCT A NELDS ASSESSHENT ¢o £4 Flod A
out "what ought to be the right program for cduiniltntorl 'to be . R !

affected by the program.” On: instrument used successfully by both
suburban and urban school districts is ACSA PROJECT LEADERSHIP'S.

N7 INVENTORY, The purposas of this instrumant.ars thi fqum_

1.0 To assist the individual administrator t:o diagnose his. intu'uu, R ;_ o et
knovledge and level of experience against conpctmm idcnt:lﬂ.ul ;
as being desirable for ochoo‘ ndn:lnututon. s e

R Ps
l I3

2.0 To assist the participant in selecting ucﬁ.v:ltm. t:u:l.n:lnz BERSEE Y
programs and materials to fill ﬁmcifud vom p dcurl:bud s
by interest, experience or lmowlcdgc..-‘ ot o f

3.0 To provide data to the Lisison Adnin:letra:or* to miot Ptojact
Leadership participants in planning their own 4uprovement WQ‘“'»
and avdhbil:l.ty of Irojcct trainina progrm a.ud uuth.ll.v“., s

' ; T ; L s ,,

&Practitionsr in the fhu mtract.d fca uai;t thc Projact Ludexlbip
professional staff. Liiison M-inia’cnto: coo;diu;q WQ m
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4.0 To provide data to the Liuison Administrator in planning
Satellite Meetings.

5.0 To provide data to the Project Leadership Director (or distcict
personnel) in planning future programs and the need for material
development. *

PROJECT LEADERSHIP is one of many excellent resources to which a school
d.strict and/or educational agency can call upon for assistance when
planning an administrative and staff ansion of management skills
program. The contents of this ACSA ﬂ’g{&ﬂﬂﬂ MOTEBOOK presents a
variety of successful field-tested administrator and staff development
programs compiled from a number of school districts.

An analysis of why staff development programs are successful generally
revealed important characteristics such as the following:

Meets genuine needs

Planned cooperatively

Administered cooperatively

Provides practical help

Continuous (long-term)

1s an integral part of the larger educational process ,
Provides for group process e
Receives substantial administrative support ' P
Receives sufficient financial support . .
Provides an atmosphere for creativity ' ' ' A

O‘OC\Iamb?N'—'
e o * o o .
COO0O000CO0O000C
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In addition, educational agencies that have found success in their:
administrative staff development programs have emphasized the need for
provision of procedures as follows:

1.0 Assessment of needs - :
2.0 Assessment of strengths and weaknesses e ‘ ST R T
3.0 Assignment of specific personnel to spacific prosrm baud on nud-__ T et
4.0 Establishment of priorities T e
5.0 Determination of time to have program ' et - T B
6.0 Identification and selection of people with appropriatc cunpc:cnciaalgﬁﬁzaf"é; o
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SECTION A

GETTING THE FXPANSION OF
EDUCATIONAL MAMAGEMENT SKILLS PROGRAM STARTED

The initial step in establishi program to expand the educational
management skills of adminietr. »e and etaff is to select an
appropriate needs asscesment instrument to be used to identify and
prioritize skills to be learmed in the remewal project.

EXAMPLE OF HOW ONE DISTRICT USED ACSA'S PROJECT LEADERSHIP SELF-
ASSESSMENT INSTRUMENT (NEEDS ASSESSMENT)

Mr. Robert J. Schilling, Assistant Superintendent, lnstruction, Area 1v,
HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT, applied the ACSA Self-
Assessment instrument to identify needs and priorities of administrators
in his administrative area.

Area IV, Hacienda La Puente Unified School District, identi.led five
priorities common to all levels of the district's administrators, based
upon responses to the ACSA instrument.* ACSA Project Leadership staff
were invited to recommend training programs to assist administrators
attain the five priorities as follows:

ITEMS OF COMMON CONCERN TO ALL LEVELS OF SITE ADMINISTRATORS

1.0 Techniques classroom teachere can utilize to get more learning
in the 8chool day

Training Program: ENABLING BEHAVIORS

2.0 Techniques to improve interperscnal communications and building
trust

Training Program: INTERPERSONAL COMMUNICATIONS

3.0 Techniques for aseessing school climate or emvironment

Training Program: IMPROVING SCHOOL CLIMATE

4.0 Techniques to improve student discipline
Training Program: TRUST BUILDING OR TRUST BUSTING

5.0 Techniquee for diagnosis and problem solving
Training Progrem: RESEARCH UTILIZING PRCBLEM SOLVIMNG

Training programs to assist administrators improve in areas of high p}iority
are organized around six domains of educational administration competencies
depicted in chart on the following’ page.

S

iSee Appendix A ¢

. &
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SUMMARY OF ACSA PROJECT LEADERSHIP STAFF OPINIONS:

The number of personnel at levels of administration in the Hacienda

La Puente Unified School District would enable an administrative in-
service program to be planned for mixed levels or job-alike administrative
groups.

Certain training programs (e.g8., Interpersonal Communicaticns) lend
themselves to team building and better understanding among leaders
operating at different levels of administration.

The suggested training strategy for Hacienda La Puente Unified School .
District is depicted below:

ACSA PROJECT LEADERSHIP HAS FOUND THE GREATEST SUCCESS IN THE IMPLEMEN:
TATION OF THE MANAGEMENT CHANGE MODEL THROUGH THIS TRAINING CYCLE.

10 . 20 3.0
- ORIENTATION WORKSHOP INDIVIDUAL PARTICIPANT
DIAGNOSIS OF INDIVIDU. DESIGNED TO MEET PER. MAKES COMMITMENT 1O
c‘- o ENTRY ’2'.;“ FOR | | SONAL GOALS OF INDIVID- ENHANCE HIS EDUCATION-
,g* 'sc.r'"‘e""-\ ,--‘s.f.':‘ IN UAL AS WELL AS SCHI0L AL MANAGEMENT SKILLS
OJECT LEADE DISTRICT PRIORITIES THROUGH ACTIVITY PLAN

10.0 4.0

_SCHOOL DISTRICTS EVAL.
UATE ADVANTAGES OF

INDIVIDUAL AND SMALL

PROJECT LEADERSHIP AND GROUPSTUDY WITHWN DIS-
SELECT TEAM FOR NEW TRICT .
YEAR .
9.0 5.0
SATELLIYE MEETINGS S

REGIONAL TRAINING PRO-

GRAMS PLANNED AS (CLUSTER OF 34 OIS

wekoeD L i
8.0 7.0 ' Y
- R EGION AL WORKSHOPS
SATELLITE M“E'I’INOS Es. STATE WORKSHOPS DE- OESIGNED TOMEET NEEDS
;:2-&5‘%0 o lm“,ﬁ —]  SIGNED TO §TUDY EDUCA OF 23SATELLITES-FOCUS
b PAOGRAMS 10 TIONAL MANAGEMENT ON TRAINING OF
RASS ROOTS TRAIEES

the dasaription of Bacienda-La Puents Unified Schoal Distrio
Q) ht be developed. Seven (7kWodel
LRI g g B doipe” S (74 det




MODEL #1 -- A DISTRICT U'DER 10,000 ADA

THE UPLAND SCHOOL DISTRICT MODEL FOR PROFESSIONAL RENEWA J]

by Bill R. Plaster, Superintendent

NoTE: The UPLAND SCHOOL DISTRICT plan for expansion of educationa)l

management skills is completing its second year of operation. It has
been carefully planned and has utilized the involvement of ataff in
establishing guidelines for implementation. The commitment for skill
development has been made by each level of administrative responsibility.

POINT OF VIEW. Schools can be improved. The Upland School District 1s
committed to provide the best possible programs of learning opportunities
for students. Like all districts throughout the State, for the past
several years, the district has received its fair share of federal and
state monies to hire additional staff for categorical programs such as
Title I, and to purchase new materials to expand our audio visual aide
program. Yet, like many districts, even with these additional materials,
we were not completely satisfied with the results of these programs in
terms of their impact on classrooms.

With the support of the Board of Trustees, a comprehensive staff develop-
ment program was designed and implemented with the basic belief that the
most efficient and effective way tc improve any school district 1s to
improve the competency of its staff.

COMPONENT OF PROFESSIONAL DEVELOPMENT PROGRAM. Education is, and will
continue to be, a people business. The Upland School District's
Professional Development Program consists of three components:

o Instructional staff (all certificated employees)

o Administrative staff (central office personnel, principals and
vice principals)

o Classified staff (instructional aides, volunteer aides, community)

PRIMARY EMPHASIS. Although the purpose of this paper is to briefly .
describe the ccmponent that has been developed for administrative renewal,
the reader should know that all administrators have participated and
completed the component developed for the instructional ateff. The component
places primary emphasis on:

o Instructional objectives .

o Learning theory (motivation, retention, reinformcement, rate and degree)
o Classroom manageument decisions

o Teacher decision making

o Lesson analysis

In order to complete this segment of the PROFESSIOMAL {EVFLOPMENT PROGRAM,
administrators have devoted approximately 150 hours. As a matter of fact,
to extend our skills in lescon analysis, administrators are presently
meeting for one hour each week to practice and refine our classroom obgerva-
tion skills. By June, 1975, all of the instructional staff will have

10



completed this segment of the Professional Development Program. This
%ill be accomplished by releasing teachers from their regular assignments
by providing substivutes, whereby they can attend this THREE-WEEK
TﬁAYNINﬁ CYCLE, This segment of our Professional Development Program
has been one of the most exciting, rigorous and productive programs ever
implemented in the district., It has been well received and our evaluation
data clearly indicates that instructional programs have improved and

" continue to show significant gains. Administrators have acquired skills
and competencies to provide direction and leadership in the area of
instruction.

The PLAD ADMINISTPATIVE TRAINING PROGRAM was designed using the

following model:

GOALS
What is desired minus What currently determines What needs to
1.0 exists 2.0 - ve done 3.0
1|
la Plarn of Monitoring & . Recycle if
Implementation 4.0 Evaluations 5.0 necessary
PRIMARY OBJECTIVES OF ADMINISTRATIVE COMPONENT OF PROFESSIONAI, DEVELOPMENT
PROGRAM

The primary objectives for the administrative component of our Professional
Development Program include:

o To previde inputs in order for the administrator to be acknowleaszed
as the instructional leader.

To develop knowledge of good teaching skills to improve classroom
learning.

To develop classroom observation skills through lesson analysis.
To develop improved methods of communication.

To develop better organizational skills.

To create school climates which support positive feeling ton.s.
To improve public image of staff and school.

To develop plans for change by administrators and staff.

To make use of current trends in education.

To provide dynamic leadership.

]

000O0O0COOO

NEEDS ASSESSMENT AND PRIORITIZING OF STAFF DEVELOPMENT PROGRAM

Priorities for the administrative professional development program were
established based upon the results of a comprehensive needs assessment.
The needs assessment was comprised of over sixty specific items from which
each administrator in the district indicated its relative priority. Clearly,
the composite rankings of the items of the needs assessment indicated that

* priority should be given to such areas as:

o Techniques for diagnosis and problem solving to assist classroom

teachers.
o Methods to improve interpersonal communication and building trust.

e



o0 Skills in program develcpment, imnlementation and evaluation.

o Techniques for assessing attitudes of staff, citizens and
students.

o Application of learning theory.

o Lesson analysis.

~ The next cluster of priority items includes such topics as:

Skills for working with Parent-Advisory Committees.
Techniques for establishing objectives.

Time management.

Skills of performance evaluation.

Techniques for decentralizing the school budget.
Shared decision making.

Assessing school climate.

0000000

ALTERNATIVE PLANS TO MEET DIVERSE NEEDS OF ADMINISTRATORS

From the nea2ds assessment, it was evident that all administrators held

the above components as top priority. However, the needs assessment further
indicated that each administrator had one or two priorities that were not
shared by the total administrative staff. Therefore, as we began to

develop the many ccmponents within our administrative professional develop-
ment program, LAIITUﬁE HAD TO BE PROVIDED, wherein the individual could
pursue topics in whica he felt he needed additional input, as well as to
accommodate the priorities that were shared by the total group.

The district develcved a PROGRAM OF ACTION consisting of specific activities
that were designed Eor each month, for all administrators. This calendar

included the followlng:

August 1974 - Workshop Topic: Development of Management Objectives

" September 1974 Workshop Topic: Designing Instructional Programs (15 hrs.)

Octcber 1974 - Workshop Topic: Techniques to Survey Attitudes of Staff,
Citizens and Students

- Workshop Topic: Techuiques that Teachers can Utilize
to Get More Learning in One Day

- Workshop Topic: Implementing Instructional Prograus
(15 hrs.) .

November 1974 - Workshop Topic: Program Monitoring and Evaluation
- Workshop Topic: Performance Evaluation

- Workshop Topic: 1Ideas for Learning Centers or Activity
Centers

- Workshop Topic: Evaluating Instructional Programs (15 hrs.)

.é; . 12




December 1974 - Workshop Topic: Techniques of Working with Citizea
and Staff Advisory Councils

- Workshop Topic: Enabling Behaviors (15 hrs.)
January 1975 - Workshop Topic: Group Process Skills

- Workshop Topic: Techniques tn Diagnose Teacher-Pupil
Interactioa

February 1975 - Workshop Topic: Shared Derisicn Making

- Workshop Topic: Techniquis to Assist Teachers in
Giving Boctter Direction

March 1975 - Workshop Topic: Techniques of Decentralized Budgeting
- Workshop Topic: Concepts and Techniques of Open Fducation

Apri; 1975 - Workshop Topic: Techniques for Assessing School Climate
and Enviroament

- Workshop Topic: Establishing Objectives and Priorities
May 1975 - Workshop Topic: Techniques of Time Management

(Make-up period if any workshop has to
be rescheduled)

June 1973 Workshop Topic: End-oi-Year Administrative Retreat/Work-

shop

TJE ADMINISTRATOR'S PERSONAL GROWTH PLAN

In addition to planning activities designed for the total group, it was
necessary to make arrangements for individual administrators to pursue a

{TH PLAN: each administrator was required to develop objectives
for personal growth plans for the 1974-75 school year. This plan included
such activities as research; independent study; attendance at conferences
or workshops; and visitations to neighboring districts. All activities were

funded by the district.

STRATEGIES UPLAND ADMINISTRATCRS MAY USE TO DEVELOP IN~SERVICE ACTIVITIES NOT
PROVIDED BY DISTRICT

A third option exists for all administrators. Anm individual administrator

or team of administrators may submit a AP&LICATI(N FOR FUN)S to pursue
gome form of in-servicé activity not provided by the district on the calendar
already outlined. Applications are reviewed by the following criteria, not
necesgariliy listed by priority:

o Relationship tc goals of the district.
o Relationship to objectives of Upland Management Training Program.
o Value to the individual.

0 “i 13
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o Ultimate value Lo the district or spin-off.

o Total cost of project.

o Total money available for special projects.

o Possible ultimate in-service possibiliti-3 to others.*

THE COLLEGIAL TEAM

An important part of this third component is the organization of collegial
teamgs. Our definition of a collegial team is a group of professional
colleagues committed to provide support in the development and implementation
of a special project. A COLLEG AM provides reciprocal support to each
of the several people involved. The collegial teams already formulated in
the district provide a sounding board for ideas; interversonal support as
well as logistic support; generates a source of ideas; and maintains honesty
in the communication aad sharing process.

ESTABLISHING BANK OF TRAINERS

Individual and district profiles of activities and/or projects completed
have allowed the district to develop a BANK OF TRAINERS as part of the
district's expeciation. When an administrator is provided the opportunity
to attend a special workshop, seminar, etc., the district seeks two kinds
of commitments:

o Upon completion of a training program funded by the district, the
person will agree to utilize some of the techniques to gain greater
mastery.

o The person will agree (if he feels adequately trained) to teach at
least two trainingTﬁessions within an eighteen-month period at

NO COST TO THE DISTRICT if the district has need of such training
sessions.

Within our district, we presently have individual administrators prepared
to conduct a broad spectrum of workshops to fellow administrators, class-
room teachers, instructional arnd volunteer aides and the community-at-large.

HOW DOES THE ADMINISTRAYOR FIND TIME FOR PROFESSIONAL GROWTH?

How do you find the time? This is probably the first question the reader
has in mind. First, because the administrators in the district have a
strong desire to improve themselves professionally, and because they
acknowledge that the district is providing that opportunity, from time to
time it 1s necessary for the administrators, individually or collectively,
to give additional time. This has bc-n a very minimal request.

Secondly, to do all the kinds of things that our Profeseional Development
Program has set out to do, the Board of Trustees, with the mutual agreement
of the siministrators, has increased the work caleandar to include an
additional six days. These six days have been designed for one purpose: to
conduct workshops and seminars for the improvement of the administrators,
not for the "typical" administrative council meetings.

*See chart, Page 13 aaed 14
| s -



Finally, we have found through proper planning, that professional
development programs can be planned with some consistency during the
course of the regular work day. As it has been pointed out, each
Thursday afternoon from 3:45-4:45, all administrators attend a
workshop on lesson analysis. These sessions assist the administrators
in identifying good teaching practices through the use of video tapes.
The skills practiced on Thursday afternoon can be readily implemented
the next morning.

MONITORING AND EVALUATING THE ADMINISTRATIVE PROFESSIONAL ADMINISTRATIVE
IN-SERVICE PROGRAM

The administrative professional development program is monitored and
evaluated in several ways. Perhaps one of the most obvicus factors

of any evaluation is based upon what can be observed in the classrooms
or building as a result of the administrator's participation in a
particular workshop., That is to say, we have been able to observe a
significant improvement, whether it be in time management, lesson
analysis, or the development of instructional objectives, because of
an administrator's participation in selected programs. One assumption
is that when an administrator feels confident, he will implement those
skills recently acquired.

Because the Board of Trustees has earmarked funds for these activities,
as part of the monitoring and evaluation system, the superintendent makes

frequent PROGRESS RFPORTS TO THE DOARD, These reports include:

o Activities that have been provided to achieve the Upland
Management Training Program goals.

o Summative reports on all special projects which were funded.

0 An outline from administrative participants on how the Upland
Management Training Program assisted them in their job
performance.

The past months have been extremely busy and demanding, but very productive.
Literally, several hundred hours of workshops and seminars have been
conducted. All this is being accomplished, and at the same time, fulfilling
our normal administrative functions. A

SUGGESTIONS TO OTHER DISTRICTS DEVELOPING ADMINISTRATIVE IN-SERVICE
EDUCATION PROGRAMS

For districts planning an administrative professional development program,
geveral recnmmendations might be considered. .

o It 1s recommended that a NEEDS ASSESSMENT be administered at least
once a year. Priorities and needs do change as administrators move
through renewal programs.

o A CALENDAR OF ACTIVITIES should mot be planned for more than six to

seven months. This will provide greater flexibility as priorities
and needs take on greater or less importance for the administrative

group.
= 1[:;
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o Develop a specific FVALUATION AMND MONITORING SYSTEM for each

major activity of the Professional Development Program.

o Develop a procedure to KFFP ALL STAFF INFORMED of the purpose,

scope and objectives of the administrative professional development
program.

The Board of Trustees has budgeted funds for all professional renewal
programs for the current school year. THE UPLA'D SCHOOL DISTRICT has
an average daily attendance of approximately 6,000 students and is
located . in the most westerly portion of the San Bernardino County,
serving a population of 43,000.

Another model used for administrator and staff d;velopment has been
I launched by the SAN FRANCISCO UNIFIED SCHOOL DISTRICT.

..~ 1'¢

¥
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MODEL #2 --URBAN SCHOOL DISTRICT

SAN FRANCISCO UNIFIED SCHOOL DISTRICT |
ADMINISTRATOR AND STAFF IN-SERVICE
PROGRAM AS RELATED TO ACSA'S PROJECT LEADERSHIP
by Fred Kennedy, Associate Superintendent
Fern Kelly, Supervisor, District Inservice Education
Rosemary Fong, ‘Coordinator, Administrator Inservice;_L

GOALS AND OBJECTIVES OF PERSONNEL SERVICES

1.0 JNVOLVEMENT of all administrators in training programs and
performance evaluation.

1.1 Our primary objective prior to the third school month will

be to identify our own STAFF TRAINING ’lEH]S.

1.2 To accomplish 1.1 will require a study of organizational
and operating problems as well as an appraisal of
performance and potential of individuals.

1.3 The total Personnel Services staff will participate by
identifying and analyzing situations that need improveaent

o Staff will ‘determine the changes required, and decide what
action will best accomnlish those changes.

o A clear statement of what training is expected to a:complish
will be prepared in writing and in advance.

2.0 Our major objective will be the inclusion of all administrative
staff in RE&ENIZIDE NEEDS, and assuming the responsibility for
developing and participating in programs to improve their skills,
abilities and attitudes.

RATIONALE

The ciash of cultures and systems experienced day after day by teachers,
students and administrators within large ciﬁEachool systems is both e

frightening and exhausting. Staff “BEHIND URBAN DOORY are attempting
to cope with a multiplicity of complex pressures and unfamiliar

relationships, e.g.:

1. The CONFLICT OF CULTURAL VALUES held by the curfent diverse

school populations found in urban situations, each at viried
stages of acculturation to the American norm. ‘

2. The constant challenge to all forms of AUUTHORITY as exemplified -
" in teacher/student demands for involvement in decisior-making. -

3. The public demand for ACCOUMNTABILITY with the consequent push
toward evaluation at all levels in situations where cultl_xre/

language problems create great learning dif.ficul_t':lu.
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4. The thrust toward “OPEN" EDUCATION and individualization in
the schools and for management training for both teachers and
administrators.

5. The demand for “RELEVANT” EDUCATI(¥ which can mean crosscultural,
career-oriented, community-based depending on who is demanding.

6. DIFFERENTIATED STAFFING and the consequent interpersonal strains.

This very incomplete list is meant only to underscore the immensity of
the need for ADJUSTMENT FACED BY PUBLIC SCHOOLS. Since in-service
provides a means for change, planners are faced with such questions as
how to begin and with what group. It has become increasingly apparent
in SAN CISCO that in-service must be flexible enough to provide
specialized kinds of input to groups exercising special functions but
also allow for groups formed of persons fulfiiling varied functions to
work togethe:.

Thus, the curreat effort to provide input couponents in management

training has tried to respond to both areas of need. Selected elementary

principals, beginning in 1971, have participated in ACSA conferences and

workshops and have also planned components especially designed for meeting

SAll FRAMCISC) NEEDS, In the current semester, cabinet level administrators

are being insolved. And, in order to get at the elements of educational -
planning a saries of three administrative workshops funded by ESAA were

operant during last spring and summer. Five of our secondary administrators

are involved in the | DOOR PROGRM, A1l schools are involved in the

EDUCATION FOR THE PE program which focuses on planning shared by school
and community.

PRIORITIES

Priorities ~“or program have been established districtwide on a piecemeal
basis rather than as the result of a formal needs assessment. This
approach, however, has not been negative since the three programs noted
in the above paragraph grew out of the expressed needs of participants.
Beginning :n 1971 nineteen elementary principals began working develop-
mentally with AUCSA and this hae since expanded to include additional
participants at both elementary and secondar levels with five administra=-
tors at secondary level participating in A(BK'S “ADMINISTRATORS BEHIND THE
RBAN D00 PROGRAM

IMPLEMENTATION

Any implementational plan depends upon the availability of coordinating :
time and it has not as yet become a general policy within the District :
to assign persomnel to this task.

The chart on the following page depicts all San Francisco Unified School
District/ACSA Project Leadership components. The delineated program,

called SA-7P (School Administrators Skills Expansion Program) can be
extended, in time, to cover all administrative personnel provided sufficient

staff time 1s available for implementationm.

19 .y
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Aruitoxt provided by Eic:

———— P -

Qroup A-1 1972-1973

Rlemaatary Principals
1974-1973
Principals
1974-1973

Group A-2 1972-1973
¥all 1974-1975

Group 3 Projected

~T&IR
Program
Phase I ACS2 Phase I
Blem. School Project Sscondary
*rincipals }_l.udcrshlu School
) ) Principals
| i A-1 |
Phase I1I Phass IIX
Rlem, School Sscondary
Priocipals School
—— ] Principsls
B

[Principals I Central] JAssistant

smegtation: 1974-1973

C-1 RExperisuced and newv
principals

C-2 Cantral offics
adainistrators

C-3 Assistant Priacipals
Pre-sarvica Adain.

C-4 Pre-sarvics

Adninistrators
Prapared by
Rosemary Yong
Inssrvics
Workshope

c-1 Otfice Principa wdmin.

C=2 c-3 C-4

- ———— — % - v—

The School Adminiscrators Skills Ixpansion Program (SASEP) { long=Terw Progrzms (1-3 yssrs) A progras dasignad in

1s dasignad to provids an individualized prograa for scquisition
of sducaticnal mansgemsut skills to work in s changing and com-
plax urban school saciety. Tha program premiss is that the
school adainistrator is s changs agsut in ths iastitution in
which he works. The individualizatios of instruction witbin
this program vill halp the admimistrator discovar and invasti-
gAts nes Tesources, to practics self-sctualizing sctivitias, and
to learn tc usa tha evaluativa process as s tool for plancing
alternatives.

The open—endadusss of the SASEP projact :ecognizes that
aduinistyation ie 8 continuous Process. The participstas are
encouraged to translate thair learning to their werk sits, ssak
contioual follow~up assistancs, snd shars sxperiemces and
theoriss with collsagueca.

cooparstion with the participsnts aand an outside ageacy
(such aa ACSA Projsct Laadarship) to work with small
groups of administrators on an in-depth plan of :iraining,

Short-Tsrm Prograns (Workshops - Inssrvics Coursas) The
shoTt-~carm prograné are developsd according to the nesds
sstablished by tha district adsimistrators. The humen
vesources for this progra® will be from within the
school district (such as Long-Tarm Program participaats)
and out-of-district coasultants.

Credit 1s dus to Dr. Fredsrick k- anudy, Assistant
Supsrintandent, Paraonnel Services, Sas Francieco

Unified School District, who is providing the leadsrship
fnr this program, and his able &ssistants, Dr. Fara Xally
and Edward Schulman for their costribucions to the project

Monitoring of the effectivensss of the program 1ss been continuous since regular msetings are
scheduled with coordinators for the purpose of exploring neads both fulfilled snd emergent. A

simple avaluation form (below) is used after each workshop.

EVALUAIION

Titla of Workahop:

What did you lsarn ot this workshop that you feal will be helpful %o you?
Plesss rate this worishop om s scale of 1 to 3 ss to how well this training will help school sdaisistrators expand their

leadership skills,
Circla oune:

Sot at all helpful

Slightly helsful . :

1
2
3 Balptul
4
]

Vary halpful :
Excaptionslly belpful ot

Cs mmepte/Sysgeations’

m%nm:

1, rkahops should be mors individuslized to mest local discrict neads.

2. l.oenmucipuuuoduhMlmumumzmo!mwuhnm.
3, Most workshops should be geared for skilis that cas be usad by both elsmentary and secondary sdainistratora.
4, Calemdavy ghould e interfsced with local district achedules.

S, Iaternships of tha kind now being undertakes by

shoulé bs sncoussped. -

Sosamary Yoag
& uwotnmmueoumpmummnmudommuuumuuuomaqum
LR .

fumction,

r o
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RANKED PRIORITIES BASED ON OVERALL AVERAGES

Approximately one hundred San Fruncisco Unified School District
administrators reacted to the ACSA Project Leadership Needs Assessment
Instrument. Results of the survey were used to direct planning for
the Administrative Staff Development Program. The rating scale was
set with Number 1 identified ac a low priority continuing through
Number 5 listed as high priority need. Results are published below:

oVER- JR. SENIOR DISTRICT
ALL ELEM, HICH HIGH orrice

RANKED PRIORITIES BASED ON OVER-ALL AVERAGES Totsl No. Responsss: (97) (58) (15)  (10) {14)
¢ Techniques clessrcom teschers can utilizs to get mors learaing in

ths school day 4,03 4.16* 3.87%  4.10 3.62
o Tschniquas to improvs intsrpersonal comsunication and builiing trust 3.98* 3.95 an 4.50# 4.00%
o Tschriques to sstsblish administrativs prioritiss 3.91* 4.02¢ 3.60 4,30 3.5
o Techniques of working with citizen sdvisory committees 3.87%  1.89 .53 3.8 6.14*
o Altsrnative tschniquss for goal satting .87+ 3.98* 3.73 3.50 4.00*
o Techuiques for sstsblishing objsctivss 3.86 3 4.87* 4,10 1.50
o Techuiquss of progrsa planning and devclopment 3.86 4.02* 3.60 3.20 6.00*
o Techniquss for diagnosis snd problem solving to s)low the principsl

to sssist the classroom tsacher 3.78 &.02% 3.29 3.6?
o Tschniques of devsloping s school plsn 3.7 3.8¢ 3.8 3,10
o Technigues to improvs studaat discipline 3.7 3.63 4,20  4.40*
o Problem solving techniques 3.70 3.57 3.6 4.0
o Working with steff sdvisory comeittess 3.68 3.58 3.60 3.80
o Tschniques to dlagnosa teachsr-pupil intsrscilon 3.65 k¥ 2/ 373 4.63%
o Tschniques for working with minority students snd/or parents 3.65 v s .93 4L.4O0*

®*Starred items were ranked on a scale from 1 through .. A rating ox
5 is high while 1 represents a low priority. The dut: above shows
the 5 highest priorities ranked by each administraccr job-alike group.

(Note: Items taken from Self-Assessment Inventory)

One item, "Techniques classroom teachers can utilize to get more learning
in the school day,"” was ranked of highest concern by the following:

1,0 Over-all admiristrator category
2.0 Elementary administrators
3.0 Junior high administrators

and rated high by the senior high school admiui:icator group,

Suggested training programs: a) Classroom Observation and Conferencing
with Teachers: b) Enabling Behaviors; and, c) RELATE.

Based upon the results of the assessment of administrator and staff
needs, the San Prancisco Unified School District established the

following SPECIFIC ACSA WORKSHOPS: (scheduled during the 1974-75
school year)

Time Manageament

From Goals to Action.

Communication Skills

ACSA Project Leadership Conference at Marymount College
Interpersonal Communications (10 weeks, 3:00-6:00 p.w.)
Classroom Observations and Conferences with Teachers (2 days)
Managerial Principles and Techniques (3 hours)
“Administrators Behind the Urban Door"zi

L ] " e e . [ ] * [}
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MODEL #4 -~ WHAT DO WE DO WHEN WE HAVE NOTHING ELSE TO DO??

THE ALHAMBRA CITY AND KIGH SCHOOL DISTRICT'S
THREE-YEAR PROGRAM OF STAFF DEVELOPMENT
by Knute Ciark, Administrative Assistant
and
Wayne Henderson, Administrative Assistant to the
State Chief Deputy Superintendent

N

NoTE: The ALHAMBRA CITY AND HIGH SCHOOL DISTRICT’S Board and Administration

committed themselves to a three-year program of staff development in the
summer of 1972. The ACSA PROJECT LEAﬁERSHIP was chosen as the catalyst
and interesting results have occurred since they "had nothing else to do!"

POINT OF VIEW

The Alhambra City and High School Districts applied to their STAFF

DEVELOPMENT PRINCIPLES OF LEADERSHIP as follows:

1. Leadership must be for the benefit of the organization. Tke
purpose must be to lead and guide the staff of the organization
to make a commitment to achieve the organizational objectives.
"Humaness expertise" must be utilized to the fullest.

2. Meaningful involvement of people is an essential to leadership.
Success relates to the way in which people and ideas are brought

together in the process. People only change themselves -- the
process of involvement sets the stage. Define the task,
establish the roles, indicate the authority allowed and the
accountability expected.

3. Establishment of a climate for change is essential. An open
climate is highly conducive to creativeness, and the develop~-
ment of new styles, techniques and methods. The leader sets
the tonme.

4. Leadership is a relationship, a process. When the relationship
and process of people and ideas are clear, confidence is
established and the purpose and sense of direction is internalized
by those involved. Internalization leads to commitment and the
process of change has taken a giant stride.

5. Commitment and Enthusiasm are essential in staff development.
Without the commitment of the leaders, little happens. Unleash
the brakes!

The emphasis of the ALHAMBRA strategy is upon the TRAINING OF TRAINERS.

The trainer (uember of district team) has responsibilities as follow:

1. Assist colleagues in the establishment of priorities for staff
development programs

2. Train other administrators to be tzalners in skills rated as
a high priority

3, Participate in ACSA Pr&jiﬁt Leadership to become qualified as
a trainer in new educationa%znlpagement akills
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RESULTS OF 1972-1973 EVALUATION OF DISTRICT LEADERSHIP PROGRAM

Results were compiled from data collected from a two-section evaluation
instrument. Secticn A analyzed educational management skills introduced

to ALHAVBRA school administrators as follows:

HELPFUL

TECHNIQUE/SKILL TO ME USED *IF USED - WITH WHOM?

AlT]o.S) P| S{C]Ps
Delphi 23 23 2110} 13| 4; 4( 1] -
Forced Field 11 8 -1 1] 51 =~} -] -] 2
PERT 12 7 1] -} 3] 11 ~-{1}| 1
Evaluation/Interview 19 17 -] 511} -} -{1}] -
Truck Driver 9 2 -1 =1 -} -1 ~]=-} -
Goal Setting 24 22 -1 3] 12] 1] -] 61} 7
ERIC Research 10 8 - -} 2} «] -] 5] 1
Brainstorming 19 17 1] -] 13] ~] 1| 3| -
Listening Skills 19 : 16 -] -} 10] 2] 1] 6} 1
Overall IPC: 94 L 77 9] -] 66]12{31(13] 18
* A = Administration T = Teachers 0.S. = Other Staff Members

P = Parents S = Students Ps = Personal

C = Community

Section B identified reactions to the leadership program and CHANGE (OF
ATTITUDES toward leadership. Resulte were the following:

Please raie on a five-point scale (five i8 highest). Please indicate
the degree to which:

l. The overull leadership development progran has
been successful. 1 2@4 5 3,41

2. The program has peracnally helped ycu imyrove
your leadership skills. 1 2 3(::>5 3.74

3. You have used the skills and techniques
presented in your own 8ituation. 1 2 3 @5 3.92
4. This program has had an impact on the over-
all district operation. 2 3@5

[

3.58

S. You perceive other leadership personnel
accepting this program. 1 2@4 5 3.35
€. You belierve other leadership personmgl are
implementing the techniques and 8kills that
were introduced. 1 2@6 5 3.37

7. The conocpt of Participative Management has
bean implemanted in the district. 1 2@6 5 3.00

8. The leadership persuommal of the district
have accepted the concept of Partieipative
Management. 1 2@&

9. The Project Leadership Team of Bearchell,
Channell a-d Clark has been succcesful in
the diszerrination of techniques, skills
and information to the staff. 1 2 3@5

5 3.16

3.62

10. Your attitudes towards leacdership have
2 3@5

been changed ce a result of this program. 1 3.58

S
ERIC e
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WHAT HAS RESULTED IN ALHAMBRA AS A SPINOFF OF PRGJECT LEADERSHIP? (1373-74)

1. Project team assisted in planning and presentation of Management
Institute for 1973 Summer Staff Program.

2. Project team assisted in planning and conducting over 70 hours of staff
development inservice activities for Alhambra administrators.

3. Project team has developed special projects in individual schools.

4. Project team has dissexinated numerous articles and information to all
administrators in the district.

5. Assessuent, planning and evaluation techniques have been developed.
Helped to plan two-day Christmas evaluation workshop.

6. Emphasis on research through SMERC and ERIC as part of planning.

7. Project team has been instrumental in planning 1974 Summer Staff
Development Program

8. All administrators were trained in technique of preparing an "Action Plan.”

1974-1975 ALHAMBRA ADMINISTRATORS STAFF DEVELOPMENT

1.0 Needs Assessment and Program Suggestions - Summer 1974
(Results and Priorities)

o School Climate - Discipline, climate development, changing school
community, 3.3 inservice,*school-community advisory councils.

o Evaluation - Assessment techniques, goal setting, Stull Act .
techniques, reciprocal process.

o Management Skills - Skills and techniques development, La Canada
Management Institute

o0 Curriculum Development - Reading, ECE, ESOL, career education, girls
athletics, Federal projects, 7-8th grade curriculum

o Other priorities included: Special workshops, visitation activities,
unification, special speakers

2.0 Assessment - September 1974
o Self-assessment instrument conducted
o Cabinet priorities considered
o Superintendent's goals reviewed
0 1973-74 program revised
3.0 Planning - October and November 1974
o Priorities established
o0 1974-75 format developed

o Cabinet confirms tentative plan for operational planning and
implementation

*Refers to State Education Code seption requiring staff inservice in

Q
534(; \ school districts with 252 minoriggigtudent population




4.0 Implementation
o Workshops and seminars to be conducted December through April.

0 The program is being developed by the Administrator Inservice
Committee

5.0 September - May, 1974-75

o District priorities:

. School Community Advisory Committees

. Developing ¢f effective programs in reading and math

. USC Communications Skills program

. Drug abuse education and value clarification training program
. Project Leadership

. Continue: Equal Opportunity

. Project "Outreach"

. 3.3 inservice accivities

o Superintendent's Goals:

. Develop a climate to enable students to progress and feel a sense
of accomplishment

. Develop curriculum to meet needs of th. changing community with
emphasis on reading and matbematics.

. Involve parents and community in the educational goals and
objectives of the district, and in the career education program.

o Survey FPriorities:

¢ 3.3 inservice

. New programs (ESOL, ECE and RISE)

. Classroom Observation and Supervisioun workshop

Organize small-scale school district

Staff evaluation and growth process

Ability to plan for future team/trust building values clarification
Shared decision making - conflict resolution - administrative
leadership styles

TENTATIVE 1974-75 INSERVICE PROGRAM
1.0 December and January
o Mini-Conference (three hours)

« 3.3 inservice requirements

. ESOL (English for Speakers of Other Languages)

. ECE/RISE (Early Childhood Education/Reform of Intermediate and
Secondary Schools)

o Mini-Conference (three hours)

. Evaluation
. Reading
. Math
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2.0 January and February

o Schedule the ACSA “"Teacher Observation and Supervision' Workshop
for all administrators (twelve hours)

3.0 April
o Conduct a community conference on ‘'Changing Environment" (six hours)

. AM., - Community Awareness
Community and School Participation

. AM. and P.M. - What's Happening Session:

1. Adult programs

2. 3.3 inservice
3. Reading

4. ECE

5. ESOL
6. Math
7. RISE

-
.~

. P.M. = Individual school community advisory council planning
sessions "Involvement"

COMPOSITE REPORT SEPTEMEER 1974 SELF-ASSESSMENT
Secondary and district office administrators responded to the ACSA SELF-

ASSESS'ENT INSTRUMENT as follows:

There should be five items merked In each of

three columns, A, B, C.

Please renk them on & scala of § = | « with 5as the highest priority

and ) as low.

28

B T
TK SEi5Ciation
Can teach skil) | with i-2 others Desire to
Skills and Concepts or concept to can teach skill learn about
others or ccncept to the skill
others 9r qncq!t
T. Hanagemsnt by oblectives 2 4 7121358
2. Staff evaluation and Jrowth procasses 3 1 IIE 2 ;4 50
TSR BuT IThg 30 Trust oulTding p L
: U n rust ny ; ) > f
m L 13 147
6. vaiyes clarification L L 1b 13
. lopl 1 and/or
7. Osveloping profculc;na and/o 7 2 2 1|20
8. Orgenizing small-scale school or
school disgrict Improvemsnt prolects 4 5 16 {4 |40
9. Sharsd decision making 2 R 13 {3 {bu3
0. Problem solving-skilis and simulations ] “ 5 14.9
. Delphl Technigue N 3 12]1.5 CoOLDMY X - TOTAL POLUTS
; Bralnstorming 3 3 Y171 T.0| |CULRN ¥ - NUMRER OF AXSFONSES
Confiict resolution 2 13 7. 5| |COLDM T ~ 3C0NB
b, School ciimate assessment 0 [ 1 L.0 :
o 3¢ district climata assessment | [ 3.0 |COLMIS A & B Iadicats the
. _Fi-rce flold analysis L 1 © *3| | number of pereces who responded
._{ lanning process 0 C L 13173 -—
T8. Change process [ S |4 5
19. Daveioping colleglal tesms 0
<0, styles [ 13 |6 [ 2.7
. Lommunity relational Tea.ership - T ]2 1 1.8
2z, Lurriculum devel nt 5 b 714 1.8
27, KISt (Neform of ;nzomm and
Secondary Educetion) 0 0 9 131130
[ 24, 3.3 raguirements [i 0 22 121139
%75, Classroos Uoservations 3 4 1816 13.6
[—25. Reclprocal Evuluat 3 [} : .0
27. Adminlstrator Eveluation 4 5
Z8. 1sacher/Administretor tvaiuation 112.0
7Y,  Communication Sk1i1s Aenews} B 1215,0
Y0, Wew Frograms || 5 2 2 5,2
. Buliding a Leadarship Tesm o 2 s 5.0
2. SFS-Student ;gg§§§§igiiiiins 0 0 2 2.0
| . Negotistions/Collect!ve Bargsining 0 2 9 141172
* . (Manucement Planning Proaraml 0 0 1150
35. Parent Awareness Training : 1 J3 127 g
§ Jessroom Lommunication 3 T[T 1.0
far 1 3,0
1 -0 9. 12145



-26-
SUMMARY. ALHAMBRA CITY SCHOOLS LEADERSHIP DEVELOPMENT FOLLOW-UP IDEAS FOR 1974-197§

Based upon three years experience in develeoncing and implementing administrative
staff Jevelopment, members: of the LFADERSHIP TEAM suggested follow-up ideas for
1974-1975 as fol lows:

1. Develop a personal improvement plan (PIP!) -- a self-rencwal model
of readings, etc.

2. Deveiop and implement a school staff awareness and improvement plan.

. (utitize PROJECT LEADERSHIP or othe: packages!). Management skills and

techniques.

3. Request Adult Education minicourses in IPC, Problem Solving, Management
Skitls (Delphi, Forced Fie'd, Time Management, Decision-Making, etc.),
Reading, Teacher Techniques, or other needs.

4. Organize a sma!l professional library at each school -- develop Faculty
seminars to discuss readings. -

5. Conduct faculty leadership style self-evaluations: (LOQ, MACH V, other
self-assessment instruments). Use of video-tape to analyze teacher
techniques.

é. Invite Madelyn Hunter to conduct a workshop on teacher effectiveness.

7. Reproduce theory papers and presentations for faculty reading.

8. Develop school goals through full faculty and administration participation.
9., Review and analyze district goals and priorities at the school level.

10. Develop ''Goal Seeking' objectives with staff.

11. Study emphasis of reading, writing, listening and speaking skills re~
lated to everyday needs.

12. Consider school measurement using the Likert Attitude Scale or School
Climate Assessment Technique.

13. Establish coomittees at school for action:

A. Goal Setting

B. Reading

C. Career Education

D. Evaluation

E. Communications

F. Staff Development/Inservice
€. Community Participation

H. Principal's Advisory Council

14, Develop Indistrict teacher share and tell sessions.

15. Involve Jim Olivero, Pat Cabrera and Jo Stanchfield for follow-up
activities.

16. Implement School Improvement Plans.

17. Consider Curriculum Reform Activities.

Q _ 29
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MODEL #5 — A CODPERATING SCHOOL DISTRICTS INSERVICE HAPPENING

"THE WOVE-IN"
by Keith William Lawson
Assistant Superintendent,
Educutional Services
Westminster School District

THE WOVE CONFERENCE

An inservice retreat that includes three school districts with similar
management goals has some strong benefits. Such a retreat was the WOVE
Conference. The districts of Westminster, Ocean View and Escondido
joined together early in 1973 to plan and implement a three-district
administrative inservice conference retreat. The description that follows
will relate the stages of need identification, planning, organization,
implementation and evaluation. The benefits of such an activity as &
three-district retreat will be considered. There were both the expected
benefits of an inservice conference and some unique benefits that emerged
a year and a half later.

NEED FOR COMPREHENSIVE AND EFFECTIVE INSERVICE PROGRAM

In the latter part of 1972, some ACSA PROJECT LEADERSHIP DISTRICTS were

discussing the idea of having a three-district administrators retreat.

It was felt that if the administrators from three districts with similar
needs and goals could spend a few days together in workshops, they could
all gain from the experience. Some of the benefits of the ideas were
immediately apparent. Sharing the costs of some top consultants and
exposing administrators to the leadership of other leading school districts
were two expected advantages of a shared retreat.

All administrative participants who were going to attend the WOVE conference
contributed to its topics by means of the Delphi Technique. The verious
items cbtained from the Delphi sessions were placed into five major groups
and numberous sub groups. A summary of these topics include:

1.0 Critical issues to the operation of participative management systems

2.0 Critical issues relating to the involvement of advisory groups'

3.0 Communication in a Participative Management System

4.0 Staff development nd professional growth necessary for succc s .

5.0 Ingredients for continual assessment of the participative management

c')-’f m
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ESTABLISHING CRITERIA FOR A SUCCESSFUL INSERVICE CONFERENCE

The question often comes to mind of how to provide an effective inservice
conference. This concern is magnified when three districts' needs and

" goals are to be considered and hopefully met.

Numerous meetings were held among the three districts involved to
determine criteria for a successful inservice conference. Some criterion
statements that were determined desirable for the inservice conference
were:

1. Allow every participant to formulate and express his needs and
desires for the conference.

2. Hold costs to a conservative amount. :

3. Allow for wide participation by all participants

4. Hold at a time that administrative pressures would be at a minimum.

5. Obtain the top consultants in educational administration for presenta-
tions.

6. Allow time for informal sharing among the three districts.

7. Hold at a place convenient to reet the goals of the conference.
Consider: cost, location, facilities and service.

From these conference requirements and the needs developed from wide
iuvolvement, a mission statement for the administrative inservice was
mutually developed.

EVALUATION

The evaluation model was crganized and carried out by Dr. Edward W. Beaubler,
Project Leadership and Educational Management Institute Executive. It
consisted of gathering pre-conference and post-conference data. The data
was typed on 367 cards (yellow cards for pre-test, pink cards for post-test),
grouped, and analyzed. Conference success would be indicated with 2 high
correlatrion between the pre~test and post-test. Low correlation would
indicate the conference failed to meet participant's expected outcomes.

At the conference's opening session, the 110 participants were asked the
question, "List three things you want to get out of this conference." At
the closing session, perticipants were asked the question, "List three
things you got out of this conference." The responses to these questions
generally fell into seven topic areas.

The results of analyzing the cards indicated a high degree of correlation
between what was desired and what was obtained. As an example, the most
often mentioned desire was to share ideas with and obtain ideas from other
administrators in districts with a similar thrust. Thirty-seven percent
of the pre-test cards indicated that this "sharing of ideas" was desired.

P |
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Fifty-one percent of the post-test cards indicated that sharing of
ideas was an outcome from the conference. This indicates that a high
positive correlation was obtained in this area. Following is a table
showing complete results of all areas.

Pre-Conference Post-Conference Item
—_Desire Desire S
372 51% Share ideas and brainstorm
techniques with others
15% 1% Pcrfect the participative
management system
13% 6% Improve personal leadership
skills
10% 23 Obtain data on involvement
strateqy
8% 23 Obtain data on_advisory groups
5% 6% Obtain data on time management
4z 6% Obtain data on techniques of
communication .
8% 16% Miscellaneous Comments

Other pertinent data to the evaluation of the WOVE conference includes some
selected comments from the participants to the question, "What benefits did
you get from attending this conference?" To this question some typical
responses wore:

"Selected informatiom on participative management and time management was
valuable”

"Yarious approaches to participative management great value"
"Advigory council having purpose, ratiomale and goal clearly defined"
"Method and techmiques of oommmnication"

"Inereagsed collection of useable materiales and resources”

"Good perspective was gained by interacticn between three districte"”

"Comferences brought together rich human resources -- wculd not have
been possible with only one district”

"goquired new administrative skills through interchange of ideas"”

"Exchanged professional oomaraderie between three distriote who have
same basic goalse for management'

"Social setting brcught friendships to other distriot personneal "

'1ft*
32
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Next time...

The cocperating district administrative inservice experience was very
successful and beneficial. Getting to know administrators in other
districts by working with them to plan and implement a conference was

a valuable experience. The benefits have been remembered over a year
later. As new problems arise and new programs begin, it is helpful to
have friends in neighboring districts that can be contacted for sharing.
Learning about the other district's programs can provide opportunities
for visits by teachers which can result in a broadening outlook by all
concerned.

The conference cost per participant was under $70 for room, meals, travel
and consultants. Although this cost was reasonable, it has limited follow-
up administrative retreats that involve travel. But, at the time and for
the purpose, the inservice funds expended for the WOVE conference were
well spent and reaped great value for the participants -- values that were
not entirely expected in the early stages of the conference planning.

For additional information regarding this cooperative type of administrative
inservice, contact Dr. William Lawson, Assistant Superintendent, Educational
Services, Westminster School District, 14121 Cedarwood Ave., Westminster,
California 92683. '

33.
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MODEL #6 -- STAFF DEVELOPMENT IN A DECENTRALIZED DISTRICT

THE OCEAN VIEW SCHOOL DISTRICT STAFF
DEVELOPMENT PLAN
by James Carvell, Superintendent
and
Barbara Dolph, Director, Staff
Development

The Ocean View School District is committed to Excellence in Education.
To accomplish this goal a decentralized concept of organization exists.
An essential ingredient of a decentralized system is that educators take
a serious look at their programs to determine whether they are as
effective as they might be.

Let's suppose Management is defined as involvement - participatory --
eifecting teachers, students, and community. Administration - a control
for management using whatever System is developed. For the purposes of
designing a staff development program 4 management System was developed
and administered which becomes the process for the development of people.

CONCEPTS POR DECERTRALIZATION CHARACTERISTICS: STAPP DEVELOPMENT
Decentralization, supported by natiocnally Charscteristice of successful staff
racognised characteristice of succeseful development pPrograns as reveslsd by a
inesrvice progr-ms and scme theoriss about survey of ressavch show that thay must:
human behavior .nd human nseds, form the
structurs for the ratiocuals of the master . mset genuine naede
plan. Key concapts for decentralisstion . ba planned cooperatively
include: . ba adainiatersd cooperativaly

. provide countinuowe and long-
. ehared decision making term practical halp
. people tend to becoms what we . provide for group process and
sxpect be an integral part of the
. authority, responsibilicy, larger educational process
accountability . marit district support
. sncourages creativity . ellow for creativity
. suthusiasm for diversity
. respect for (ndividusl
compatencies

A staff development program which meets the needs of the individuals,
as well as the needs of the orgauization, is a program which reflects
the philosophy and organizatior of the total district commitment to

its youth, The focus i{s finding ways to reduce the learning problems
of students, rather than "improve" the teacher. The improvement of the
professional competency of teachers ultimately is measured by the
knowledge, skills and attitudes the students acquire.
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PRIORITIES ESTABLISHED

from this rationale, Qcean View established the Goals, Objretives and Procedures
using the adopted Program Development Model.

GOALS AXD l

Rationale ——| NEEDS ASSESSMENT|__t  o0hLe IH2 b ALTERWATE MEANS |
IFEASIBILITY STULY ILLUSTRATION OF
oF NCAMS BEST MEANS METHODOLOGY —
NO
| rorMaTIvE | sunmamive
EVALUATION EVALUATION ——— REASSISS

RECYCLE YES

DIMENSIONS OF MASTER PLAN
GOALS:

To develop a system which provides for school organization, implementation,
and evaluation of the continuous progress of individual students in the
areas of reading and mathematics.

To develop a plan which provides for the coordination of identified staff
development and inservice needs of the Ocean View School District
certificated staff.

To provide a system for the communication of district resources and
materials to individual school personnel.

OBJECTIVES:

During the 1974-1975 school year the Director of Staff Development will
administer and coordinate the professional development program for the
Ocean View School District personnel as determined by district assessments,
goals and objectives and evaluation design.

PROCEDURES :

The system for developing the Staff Development Program will be as follows:

1.0 Need Assessment Plan

. Identify a planning committee comprised of administrators and
teachers

. Develop an instrument or system to indicate teacher inservice needs

. Develop an implementation plan to utilize irnformation from the

teacher survey
2.0 Definition of Objectives

. Map strategy for the inservice program
. Identify district and teacher priorities
. Propose program calendar to bag%; inservice strategy



3.0 Analyze Data
. Tabulate information from teacher survey
. Set priorities for establishing objectives

3.0 Develop Program
. Develop educational plan based on objectives
. Plan strategy for dissemination and involvement of necessary persomnel
. Determine scope and sequence of staff development program
. Develop system for communicating staff development program
. Gain approval of Educational Services Review Committee

5.0 Dissemination of Information
. Digseminate calendar to staff
. Provide staff development flyers which communicate program objectives
and activity

6.0 Evaluation and Recycling
. Receive staff feedback from inservice sessions
. Prepare general end-of-the-year evaluation forms
. Meagsure insdrvice program against inservice objectives
. Utilize information to develop new priorities

DESCRIPTION OF PROGRAM

A comprehensive staff development program offers inservice opportunities from
a variety of sources. The inservice offered to district personnel is
a*tended on a volunteer basis. The Ocean View School District staff develop-
ment program is divided into =ight phases which include:

Mhass I

The implementstion of s master plan for workshops based on the rasults of teacher, priscipal sud district surveys.

Bach inservice will bs developed using the folloving format:

Theory Applicat Orsanigstics Bvplugtion
Jaticoals Hov Isplemented «Organization of meterisls Donitor
.Bow related to child +Curriculua developed .Organisation of total school Record ksaping
growth & developmant JActivitiss .Organization of lsarners »Bvaluating
Jiow related to learning (schedules-grouping)
theory
Fhpse IX
torkshops wvhich provide knowladgs of effective classtoom implementation of dietrict adopted programs.
Paage II]

Programs vhich srs coordinated through adult education sud local universitiss, in vhich teachsrs may receive
collegs credit, or district professionsl growth units.

Phage IV
Prograss developed in which the need for inservice has been identified from extsrnal sources. As an exsaplas

. Textbook AB 531 adoptiocus . Approvsl Title I, II, II1I, IV, ¥DRA, ECK projects
. Stste mandated programs . Hentally Cifted Minor Propossls

Drug Abuss . New legislatica

Physical Education

Mage V

Programs which oriest etaff to tha current and on-going services rendsred by Rducstional Services, such as
Instructional Madis Center, Librery, Systems Analyst, and Curriculum lad.

Phase VI

Disseainstion of prograss offerad from other svsilabls sources - privste and professional groups, confsrences,
couvantions.

Phase VI

Progrems vhich individusl schools identify and raquast district eid and coordinmatiom,

Phase VIT] . o

[

N
Provids districe direction, support and eid in developing I.ouvss school education plan.



PRUGRAM IMPLEMENTATION

Individualized Instruction Teams "IIT" (composed of principal, psychologist,
speech consultant and teacher team leaders) perticipated in a series of
staff development workshops. The teams were released for a total of five
days. Three were consecutive and held in October. Two were held in May for
evaluation and needs asseessment.

STAFF DLVELOPMLNT SURVLEY
CRITERIA - GOOD IN-SERVICL PROGRAM

The followjng criteria are recognized by nationally known educators to be characteristic
of a good in-service program for elenuntary school teachers. To what extent do you feel

our in-service program compares, considering new teacher seminars, I.1,T, concept, mini
conferences, general in-service program?

PLEASE CHECK OHE:

EP 2
« Q) o
mS-EE ° msth
S588 5 Sk
2QVOE— > z m&-—>
- OO0 Q ~ = 000
* <l NV 2 Luwwnnuwmz
1. Provision for cvaluation. 13, Compatible with the
schiool {ramework,
.2, Personalized factor - in- .
dividual differences - 14. Has a curriculum.
nenw teacher vs., experi=-
enced teacher. 15. Provides pertinent
materials and resources.
3. tot an adaptation of an
outside product, but the 16. Attendance on volunteer
creation of a signifi- basis.
cantly improved develop-
ment within a system and 17. Released time,
within a classroom.
18. Motivational.
4. Provision for changing
modes of operation. 19, Results in adaption of
- . application to class-
§. Provision for incentives room,
or rewards.
20, Assesses shortconing in-
6. Good models of the beha- existing program,
vior provided. J
21. Provides for qood
7. Cooperative planning by leadership,
those to be affected.
22. Involvement of parti-
8. Specific, pertinent ob- cipants.
jectives and clear, con-
cise goals, 23. Considers group dynamics
implications.
9, Consideration of prob-
lems, interests, necds 24, Financial encouragement.

and concerns of group,

10, Provision for choices of
selection,

11, Combination of theory
and practice.

12. Continuous prograrm.

ERIC ¥
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SAMPLE [page from Staff Davelopmant 1974-75 Educatfonal Plan
OCEAN VIEW SCHOOL DISTRICY
Educationsl Plan
Bistrict Goa) #21 To develop and 1nstsi) an aducational system that will
provide for Yndividual differences in children,
. Departmant Goa’i: To develop a plan which provides for the coordination of
identified staff development and in-service neads of the
Ocean View School District certificated staff,
PERSONNEL FORMATIVE SUMMATIVE DATE
OBJECTIVE STATEMENT MAJOR ACTIVITY RESPONSIBLE EVALUATION EVALUATION COMPLETEWLY
Y.U Tach teacher during 1.1 Uevelop, distribute, compile  Director of 85X of the participants At the end
the 1974.75 school and analyze a staff develop- Staff Oevelope will mark in the two of the 1974-
year w111 ba pro- ment studant assessmant sur- ment highest categorias of a 75 school year
vided with an oppors vey. (See Appendix) five-point scale that  a written gva-
tunity to particie each session had practi- luation will
sate in a minimum of 1,2 Staff input will be collected Diractor of cal valug for them in  be submitted
25 workshops, In tha ond comptlad, taff Devel. the classroom: to the Asst,
area of their spectal Supt. Educa-
tnterest, 1.3 ldentify priority areas. Systams Amal, . that they received  tional Ser-
benefit from the vicas com=
1.4 Design and comrunicate work- Director of session, prising the
shop offering to cartifi- Staff De- . tha instructor was  collective
catad staff, valopment well informad and data from
prepared, cartificated
. the workshop infor- gvaluations,
satfon receivad,
pretty clearly des-
cribed what the
workshop really was
about.
« tha workshop organt=
zation was appro-
priate for the kinds
. of information
presented,
» the workshop was : .
worth their time. .
« workshop prasented
the method of imple-
mentation.
—
. . IN-SERVICE WORKSHOPS OFFERED DURING THE 1974-75 SCHOOL YEAR .
PR s -
* . TYYPEOF EVALUATION
NORKSHOP NAME ASSESSMENTS HAJOR WHO'S  WHO'S COMMUNI-  DESIGN  ESTIMA
AND DESCRIPTION CONDUCTED OUTCOME OBJECTIVES  ACTIVITIES INVOLVED AFFECTED  CATION FORM, SUM, COST A
ORAL_LANGUAGE .
A brief discussion Teather ach teacher will |, Rutionale [Consul tant Teachers| Brochure| Yeacher 100
of the theoretical District eceive oral lang- and over- Studants svalustion]
aspscts of recaptive ge conti wum view of
and expressive oral k1113 orc ba in- grogmv
language including tructed 1 the « District
suggestions for in- heory, ajslication] continuum
formal assdisment, rganizat.on and « Dascribe
Emphesis on sequen- valuation of its method of
tial s«i1l develop- use. 1mplemen-~ ’
ment and activities tation
which miy be etsily : . Distribute
included in the - "Wnat Do !
learning/instruc- ! You S
tional environment. After You
. {K-1-2-3) Say Hello?*
EADING MIN] Studert-As per A minimum of 200  [ldentify tea- |[Teachers [ Teachers|Steff De-|Ses ObJ. #1($750
¢ teacher essass- [teachers will ot hers with sx-|[identified who wish] valopment (Toache
went, nd rate the work- lary pro- [to parti- | to Fiyer - retease
A district three- Staff-A staff phop according to joreas to dis- |cipste. |ettend. |Communi- tine)
hour conference {in survey indicatesthe objectives for Iplay reading cator -
which & minirum of reading =5 M1 ldistrict in-service iectivities, OVTA Telk
30 K-8 teachers in ariorlty and t kvelop proce-
the OVSD exhibit inf Confersnce
reading theory, a favored me for display.
technigues, organi- | of presenting velop plan
:at:::‘ :zud.gupiu ::"."r:'“i o:iinp‘lenn- ﬁ. . sec o
y v ‘_—rilm ty-Tne tation of con- Note: entire scope of the staff
booths, comaunity indi~ ferance, * | development 1mplsnentstion plen 1s
cates raading & foanpile evalu- m:ﬁ:sm and entails objectives
a pricrity for tion of con- for esch component,
Q the 1974-75 .
]:MC school yeer, -
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MONITORING AND EVALUATION

The staff development program implemented is monitored as stated in the
objectives for the workshop or plan. If the evaluations at the end of
the session indicate 55% of the participants did not score in the first
two columns uf agreement, a follow-up letter requests how it could be
improved and inquires if individual follow-up could be provided.

OCLAN VIEw SCHOOL DISTRICT
Educational Services

EVALUATION QUESTIONNATIRE
The workshop you attended today was planned from teacher and district needs

surveys. yil1 you please give your evaluation of the workshop by completing
this questionnaire?

agree disagree
43, 1 2 3 4 5
<§§9 1. I received information in this workshop
;%5 t?at has practical value for we in the :
classroom. 2 3 4 5
&
@ 2. Generally, I knew what kind of in-service
4; growth | expected to gain as a result of '
é/ pre-workshop publicity and inforuation, 1 2 3 4 5

3. The pre-workshop publicity and infornation
adequately informed me on the purpose of
this workshop. 1 2 3 4 5

4. The variety of organizational learning
groups {e.9., smaill/large group
instruction) was appropriate for the

specific kinds of information presented, ) 2 3 4 5
5. This workchop experience provided me with
' adequate infornation regarding the
following:
a. Theory or rationale of subject
presented. 1 2 3 4 5
b. How to organize activities to
carry out theory 1 2 3 4 5
c. What kinds of materials one can use
to support activities 2 3 4 5
d, How to use presented naterials 1 2 3 4 5
e. low to evaluute effectiveness of
lesson 1 2 3 § 5
6. Generally, 1 feel the workshop was
worth my time, ] 2 3 4 5
7. 8. My.workshop leader presented his
program in an {nteresting manner, ] 2 3 4 5
. b. This workshop tried to cover too
broad a span of information, 1 2 3 4 5
¢c. This workshop program should have a

Part 1l--follow up activities. ] 2 3 4 5

The Summative evaluation is a compilation of the entire evaluation system - as
identified by the objective of cach component of the staff development depart-
ment, A second phase to the summative evaluation is a compilation of the
*Criteria for good in-service” reflecting if the system developed did in fact
meet the rationale or basic structure from which 1t was designed,

Q 39




OCEAN VIEW SCHOUL DISTRICT
SUMMATIVE QUESTIONNAIRE

This questionnaire will continue to assist the I,1.T, Planning Comnittee and
participants tc assess the effectiveness of this second meeting and to see if
there was some carry-over value (with time elapsed) in the original I,1.T.
meeting. The questions should be answered candidly for the results will be

studied and the implications will form the bacis for continucd improvements
and revisions.

Q [ Y}
- @ - o
wga“?. 0:‘6"0“
g8 88 2‘53‘.’:2
225 8~ 325 8
1. The three-day I,1.T, 42 5. The organization of JuBh

2.

3.

Conference gave my
school team enough
preparation so that
now my school has an
adequate “first-cut®
starf development
plan,

This staff devalop-
ment plan is forma-
lized to the point
that it is a part of
our total school
educational plan,

My school has oegun
to implement portions
of its staff develop-
ment plan.

Each major activity
of our staff develop-
ment plan has an eva-

Juation tool in order

to assess each acti-
vity's contribution
toward increased pro-
fessional growth,

the first l.1.T.
Conference established
the machinery at ny
school for the 1.1.T.
school team to assume
and maintain a position
of leadership in local
staff development,

The greatest bulk of
the initial I1.1.T.
Conference materials
were very useful in
the development of our
staff development plan,

Our 1.1.7. school team
has established a
master calendar

(regular meeting

times) for purposes of
making informal or forma
on-going evaluation
asscssment(s) of staff
development concerns,

My staff generally
received our staff
development plans in
a positive, accept-
ing manner.

9, I found that-most
teachers at my
school were too overe
whelmed with the task.
of teaching to give
much time and/or come

NOTE: Complate copy of document, "Summative
Questionnaire," may be obtained by
writing Ocean Viaw School District,
7972 VWarner Ava., Huntington Baach,

California 92647

mitment to staff
development ideas or
program,




SUMMARY

The goals of education are altering, partly because of cultural changes
and partly because the future towards which we educate is both different
and largely unknown. Educators, especilally teachers and students, need
to be deeply aware of the changes that are taking place in order to be
prepared to both teach and freedom to explore, inquire and provide a
responsive environment and directed challenges, a comprehensive model
must be developed with this scientific purpose itself, ,as well as for
policy and management purposes.

DESCRIPTION OF SCHOOL DISTRICT

Ocean View School District is located in Huntington Beach, ir the southwestern
part of Orange County.

The principle economic bases for the district are homes, businesses. and some
light industry. The industry is diversified and ranges from large space-
oriented complexes to smaller plants involved in light manufacturing,

Most of the school district's 25 schools are located in the city, with small
sections spilling into neighboring cities of Westminster and Fountain valley.
The population of Huntington Beach is approximately 155,000.

Residents have a wide choice of living accommodations which include mid and
upper price range homes, the dramatic water-oriented community of Huntinuton
Harbour, townhomes, tennis estates and a vast array of apartment complexes.

The district is presently experiencing a leveling off of cnrollment after a
dramatic surge in pupil population between 1950 and 1970, Ffor thc past two
years, the enroliment has fluctuated close to the 14,000 mark.

Covering a fifteen square mile area, Ocean View is the largest in both size and
enrollment of the five feeder elementzry districts which comprise the Huntington
Beach Union High School District.

The basic plan of the district is K-8, with 13 K-8 facilities and 11 K-6.

The remaining School serves the severly handicapped. Two of the district's
schools are currently on year-round schedules, one a block 45-15, the other a
staggered cycle 45-15,

600 teachers and approximately 200 paid aides are employed, in addition to 250
classified empluyees.

Complete comprehensive copy of the Ocean View School District Staff
Development Plan may be obtained by mailing check or money order for
$5.00 to ACSA Irvine Office, 2212 Dupont Drive, Suite Q, Irvine, CA 92664
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"SUMMARY: STAFF DEVELOPMENT PROGRMS, by Edward W. Beaubier, Executive

Educational Management Institute
and Project Leadership

Operations Notebook #13 reported six successful administrative staff
development program models. These models represent only a sampling of
the many fine strategies being planned and/or in operation throughout the
State of California.
If the reader is interested in gaining additional information regarding
successful staff development programs, the ACSA Project Leadership Office
suggests contact be made with agencies as follow:

1.0 County Superintendent of Schools Office

2.0 San Mateo Educational Resources Center
(Director, Frank Mattas - Telephone - 415-369-1331)

3.0 ERIC Clearinghouse cn Educational Management
(University of Oregon - Eugene, Oregon 97403)

4.0 Far West Educational Research Laboratory
(Director, Dissemination/Evaluation Project, Dr. Wayne Rosenoff -
Telephone - 415-841-9710)

5.0 ACSA PROFESSIONAL DEVELOPMENT PROGRAMS (PDP) Office
(Executive, Art Thayer - Telephone - 415-692~4300)

The focus of the PP MIDELS presented in this Notebook was upon the following:
1.0 Getting the Program Started (Needs Assessment)

2.0 Education Administration Competencies: Tools Identified by
Practitioners Needed for Successful Administration

3.0 Human Resources

4.0 Material Resources

5.0 Examples of How Components Function (Programs)
6.0 Establishing the Collegial Team

7.0 Training of Trainers

8.0 Program Evaluation
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-41- APPENHDIX

sa SELF ASSESSMENT INVENTORY

Purposes:

1.0 To assist the individual administrator to diagnose his
interests, knowledge and level of experience against
competencies identified as being desirable for school
administrators.

2.0 To assist the participant in selecting activities,
training programs and materials to fill identified
voids as determined by interest, experience or knowledge.

3.0 To provide data to the Liaison Administrator to assist
Project Leadership participants in planning their own
improvement program and availability of Project training
programs and materials.

4.0 To provide data to the Liaison Administrator in planning
Satellite Meetings.

5.0 To provide data to the Project Leadership Director in
planning future programs and the need for material
developnent.

Directions:

Mark each competency in one of thc three areas - Interest,
Experience or Knowiedge.

Mark directly on the survey form if a data processing card
is not available.

After completion of the Self-Assessment Inventory, the data
processing card or a copy of the form should be sent to the
Project Director. He, in turn, will forward a copy of the

results to the Liaison Administrator.
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NAME

ASSOCIATION OF CALIFORNIA SCHOOL ADMINISTRATORS

PUBLICATIONS DEVELOPED BY PROJECT LEADERSHIP

OF PUBLICATION

ACSA Project Leadership Organizational Components:

. ACSA

Introductory Component #1
Needs Assessment #2
Problem Solving #3
Administrative Support #4
Assessment Alternatives #5

Assessment Alternatives Supplement i#5a

Time Management #6

Delphi Technique
Materials Resources Guide
Human Resources Guide

Project Leadership Training Programs:

Shared Decision Making

Research Utilizing Problem Solving
(RUPS) - 1975 Edition

Participant's Manual
Leader's Manual

Interpersonal Communications (IPC)

Participant's Manual
Leader's Manual

Classroom Observation and Teacher
Conferencing

e ) e T ) Nt Nt Nt N

COST

All Components:

$3.00 per copy/Project Leadership
Members

$4.00 per copy/ACSA Members

$7.00 per copy/non-ACSA Members

$10.00 per copy/Project Leadership
Members

$15.00 per copy/ACSA Members

$17.00 per copy/non-ACSA Members

$15.00 per copy
$20.00 per copy

$15.00 per copy
$20.00 per copy

$10.00 per copy/Project Leadership
Members

$12.00 per copy/ACSA Members

$15.00 per copy/non-ACSA Members
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APPENDIX B

ASSOCIATION OF CALIFORNIA SCHOOL ADMINISTRATORS
PROFESSIONAL DEVELOPMENT

POSSIBILITY FOR FUNDING

ACSA PDP AND ADULT EDUCATION PROGRAMS

Possible Help In Financing PDP

In recent years Adult Education programs in districts and
Extended Day programs in community colleges have greatly
expanded the types of offerings they provide. Regions and
Charters may wish to avail themselves of opportunities for
funding inservice programs for their members via Adult Edu-
cation/Community College services. (ACSA has correspondence
from the State Department of Education authorizing this type
of program.)

Program chairmen who wish to use the Adult Education program

. for partial or complete funding of Professional Development
Program activities for their region, charter, or district
should carefully review the following information.

Program chairmen in districts that have Adult Education
programs should contact their local adult school principal
for assistance.

Program chairmen whc wish additional help are urged to
contact their regional representative to the State Adult
Education Committee for assistance in planning for these
programs.

Some groups are also utilizing the local community college
for assistance. You may wish to investigate which program
would provide the best resources for your program.

Be sure you work out all arrangements in advance with the
adult administrator. Sufficient lead time must be given

to the adult administrator as the application must be ap-
proved by the State Bureau of Adult Education in Sacramento
and frequently it requires local board approval. (A
minimum of one month lead time is required.)

The adult school is responsible for planning and authorizing
the program. ACSA only cooperates in the planning portion.
All programs must have a clear educational value.

All classes or lectures must be open to the public and
advertised as such.

A. Anyone who shows up to the class must be enrolled.

Titles should be general, not specific: "Management Theoi ies
and Techniques" not "Management Theories and Techniques for
Q. School Administrators.”
5 |
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A. In the other material related to advertisement
you can indicate that it is planned for "Secondary
School Principals," "School Administrators," etc.
Rarely will anyone attend who is not a school ad-
ministrator.

B. Some statement in the announcement should refer
to ACSA assistance in planning the sessions.

Minimum enrollment is dependent upon how much money you need
to generate to pay for salaries, materials, etc.

A. The local tax rates affect this also.

It is recommended that a "lecture series" be used for large
group presentation. A "forum series" requires the group to
be limited to a number which will permit effective partici-
pation and discussion. A sample format might be a keynote
speaker, then break into four or eight smaller group pre-
sentations which might be on similar or different topics.
Remember that these programs can be schedul:d on weekends,
vacation periods, or during the summer.

Remember that under its sponsorship the adult school pro-
vides for:

A. Meeting room (not necessarily on a school site)
B. Equipment

C. Materials

D. Instructor's fee or salary

With proper planning, salaries in excess of the amount
generated by program income can be paid by the region or
charter. For example: If a speaker required a $500 fee,
and the adult school could only generate $300, the region
or charter could arrange with the speaker to pay him di-
rectly the remaining $200.

The following information applies to programs planned as
2dult Education classes:

1. Form A-20 is filled out by the adult administrator
and submitted in triplicate to the Bureau of Adult
Education in Sacramento.

A. The course must comply with Title 5 and
* Education Code 10521.
B. A course outline must be kept on file in
the adult school office.

2. Classes must be open to the public and be advertised
as such.

e o
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3. A minimum of four separate meetings, no two of which
may be scheduled on the same day.

4. Participants must follow normal adult school regis-
tration procedure.

5. The instructor must be credentialed. The instructor
need not be the only resource person or speaker. As
a matter of fact, for the purposes of these programs
he probably will be only the meeting coordinator.

6. Classes must have a minimum number of students. This
is usually fifteen, but the numbers vary in each dis-
trict. For budgeting purposes it is always better to
have a few more enrolled than is necessary to meet
all expenses.

7. Please note the sample Form A-20 for approval of
adult courses and course outline.

) 8. Income and expenditures would vary by local tax rate
and the type of program offered. The illustration
given here is for a typical school district and based
on the attacl~3 sample for a class in Interpersonal
Communications.

A. Sample Income is indicated below, for a typical
school district. (This amount will vary accord-
ing to the district tax rate.)

Gerierates 1.5 ADA
and $1,526 (Please
remember, the dollar
amount varies with
each district.)

a) Twenty-four people

b) Ten meetings

c) Three hours per class
d) 100% attendance

e N e et

B. Sample Expenditures

a) Salary. « « « o+ s+ o o+ o« o o » $300 ) Estimated
b) Materials and supplies. . . . $375 ) cost of
c) District miscellaneous cost . $100 ) program

- $775.
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Pacific Unified School District
Ocean Adult School

Course Outline

Name : Interpersonal Communication Skills

Length ¢ Ten meetings, three hours per meeting

Goal ¢ Increase awareness and development skills
for effective interpersonal communication

Objectives : 1. Each student will acquire knowledge

and specific skills of communication.
2. Each stadent will practice skills
and techniques of communication.
3. Each student will analiyze his indi-
vidual skills and design a plan for
personal improvement.

Course OQutline

Session l. 1Introduction and Paraphrasing

2. Behavior Description of Feelings
and Perception Check

3. Nonverbal Communication and Perception
Check =-- Concept of Feedback

4. Expectations and Communication =--
The Interpersonal Gap

5. The Effect of Feelings -- Matching
Behavior with Intention

6. Open Communication -- Communication
about Interfpersonal Relationships

7. Roles and Patterns of IPC -- Names
and Communication

8. One- and Two-Way Communication ==~
Communication Patterns

9. Communicaticn under Pressure

10. Improving My Skills

Participants : Open to the Public
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Cavioomuia BTATE DIPARTRENT OF EQuUCATION
Bungav OF AduLt Roucation
TOoRM A.20 (Rv. 10.70)

Classes for which

REPORT ON COURSES IN CLASSES FOR ADULTS ONE-YEAR APPROVAL

may be granted

To be submitted in triplicate to Bureau of Adult Education, California State Department of Education, (Colifernic Administrative
Sacramento, California 95814, within 30 days of opening of class in which courses listed are given Ceﬂ-g."i:::n-":‘ gg;‘c;mon-

Note: Each counse for which approval for one year orly is granted must be approved by the Bureau of Adult Educatién annually as a
condition to the apportionment of statc funds for attendance upon such courses.

Name of school district PACIFIE UNAEaOO. o o o e e e em e et eetaeeenaeeas
Name of school administering class . Ocean Adult School . . ... e, e eamemeanen
Address of school.. 1700 Coast Highway,. Beach Citys . . .. . .. _.......Seaside
City County
CLASSES
(Use Form A-20a lor reporting classes in crafts and physical cdacation. )
1.
Tide of course® Interpersonal Cowmunication Skills = ... .. e,
Type of )
Name of teacher Joe Extrovert credential held (P iandard
Dhate s Liss started October 10 f.ength of course in weeks. . .10
2.
Title of course® e e s e s e e e
Type of
Nume of tcacher e e . ) credential held ..o e
Date class started . . oo oo oeeveeeeeeomeeee - Length of course in WeekS. o
— - - <o — [ ea— et S t—————— - ﬂ

LxcizpTIONs TO ApProvaL: Class number e S
(If no eaception are noted, all classes on this form are approved.)

ArerovaL Staste I herehy centify that all casses repaited on this form are maintained in
connection with this school and are admivistcred by the undersigned and
that course ontlin:s for all clusses are on file in this school district as required
under Section 1050%(h) of Title 5 of the Cualifornia Administrative Code:

e n — — —————————

'SicNED]
Principal

Date

~ Nar: Use additional forms if there are more than 10 classes to report.
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The following information applies to prbgrams planned as
Adult Education Lecture Series.

1.

Form A-13 must be submitted in triplicate to
the Bureau of Adult Education in Sacramento.

The lectuve must be open to the public and
advertised as such.

A minimum of four separate lectures, no two
of which may be scheduled on the same day.

Participants must follow normal adult school
registration procedures.

Honorariums are negotiable and should be care-
fully reviewed with the adult administrators.
As the speaker fee increases, the ADA must
increase in order to generate sufficient funds.

Please note the attached sample Form A-13 for
a lecture series.

Income and expenditures would vary by local
tax rate and the type of program offered.
The illustration given here is for a typical
school district and based on the attached
sample for a lecture series.

A. Sample Income

a) One hundred people ) Generates
b) Seven lectures ) 2.0 ADA

c) One and one-half hours each) and $2,034
d) 100% attendance )

B. Sample Expenditures

a) Four lectures at $100 ) Estimated
b) Three lectures at $150 ) cost of
c) Materials and supplies at $200 ) program
d) District miscellaneous cost §100) §1,150

o6
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CALIFORNIA S1ATE DEPARTMERT OF LDUCAtION -52-

FOTM A-1) (REV. 7.03, uoum m mnovn or uﬂu“ SEmB m m sumn
70 AN APPROVED CLASS FOR ADULTS

Submit in This form is 1o be submiited in triplicate, prior fo the first lecture or supplemental session proposed, #o the Bureau of Adult
iviplicate Education, California State Depariment of Education, Sacramento, California 95814.

7’0 the BUREAU OF ADULT EDUCATION,
CALIFORNIA STATE DEPARTMENT OF EDUCATION:

Request is hereby submitted for approval of the lecture series or sessions supplemental to an approved class for
adults as described hercin as a class for adults.

Name of school district........ Pacific Unified. . . . et e menma e e een e o
Name of school........... ... Ocean Adult. SchoQl . ... .. . .. e oo o s e
Addres City Cousty

Titie of lecture series _Management ISt itUte . . . e e e oo itns comesemaeresens

Is iccture series supplemental to a class? Yes..  NoX .. If yes, give name of class ... oo

Name of credentialed instructor in churge...... John Smith . . . ‘-..
Relacsd Topics Lecturer Ligiorbed Appreval

1. __Excellence in Leadership . . Frank Jones . . . . . | Oct. 11 .

2. .._High_Performance Human_Behavior Dr..James Nelson .. .. Octe. 18 ..

3. ....Effective. Managemenst. Supervision.Charles Naughn. ... .. Oct.. 25 ..

4. ... Iransforming Theory. to Practice Robert Ford. ... ... ... Nove..l. .

§. .....Leadership.Styles .. ................. Dre.Robert Mason........ Nova.. . 8....

6. ....Management.by Objective. ... ... Dr..Don .Smith.... ... .. Now, 15 ...

7. ..Effective Communication... .. __. Adam.lopes ... ... Nova. 22. .

B e ereme e e e oo e orane | wemeemessseamnsaseen etemereemnee | eeneeseeaeneneen

1 HErEBY CERTIEY that each of the above lecturers either (1) is a citizen of the United States; or (2) bas taken
out bis firs! papers of citizenship, in which case the date of such papers and date of legal entry into the United
States for pormancnt residence are indicated on the reverse side. The name of each lecturer who has a certificate
on file in the office of the County Superintendent of Schools of this county valid for such service is marked by

an asterisk (*).

" City/Districs Superintendent of Schools

D “Principal
e e s ——

In accordance with the provisions of the Education Code of California Section 13302, the Bureau of Adult
Education hereby approves the program outlined above as a class for adults. This approval relates solely to the
instructional program and is not an endorsement of any lecturer or of the quality of his presentation. Employment
of any one lecturer is limited to not more than four lectures per term unless he holds a valid credential appropriate

for such service.

S'7
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Yes, | am interestad in PROJECT LEADERSHIP - TR
Please send e a epart on the Project Leadership program and envoliment dtaits. .

YRR
WL

 {Pioase print or tvpe)

NAME

DISTRICT

' MAILING ADDRESS _




